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POLICY: .01 Leave in pay status may be granted to employees
for temporary mi l i tary duty; leave without pay
status is granted to employees for extended
mil i tary duty.

EMPLOYEES COVERED: .02 Only fu l l - t ime and part-t ime regular employees are
el igib le for mil i tary leave pay.  Other employees
may take vacation or leave without pay (LWOP) for
mi l i tary dut ies.

TIME OFF FOR PHYSICAL .03 With the except ion of casuals, al l  employees,
     EXAMINATION: regardless of their length of Laboratory

employment, are al lowed necessary t ime off  in pay
status, not to exceed 1 1/2 days, for

A preinduct ion physical  examinat ion or

Any physical examinat ion ordered by an armed
forces reserve or Nat ional Guard component of
which the employee is a member.

.04 If the absence extends beyond 1 1/2 days, a
statement f rom the induct ion stat ion or medical
off icer explaining the necessi ty for addit ional
absence is required.  I f  the absence extends beyond
1 1/2 days because by choice the employee did not
report to the nearest induct ion stat ion,  the absence
beyond 1 1/2 days is charged to vacat ion or LWOP.

Recording Absence  .05 For t ime taken dur ing the 1 1/2 days,  report the
absence as “ML” on the t ime and effort report.
Attach a copy of the report  orders to the t ime and
effort  report that is retained by the group.

TEMPORARY LEAVE: .06 Temporary mi l i tary leave applies to employees
who, as members of the Nat ional Guard or reserves
of the Air Force, Army, Coast Guard, Marine
Corps, Navy, or the Commissioned Corps of the
U.S. Publ ic Health Service,  are cal led to temporary
duty to sat isfy tra in ing requirements or when the
National Guard is ordered to temporary duty by the
governor of  the state.  To quali fy for paid
temporary leave,  an individual must have been a
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regular Laboratory employee for 1 fu l l  year before
the beginning date of the mil i tary leave.  Pr ior fu l l -
t ime (active-duty) mil i tary service is included in
calculat ing the 1-year employment requirement.
Temporary mi l i tary leave of up to 15 calendar days
in a calendar year may be granted.  The mi l i tary
leave begins with the f irst day shown on the
mil i tary orders and al l  days, including weekends,
are appl ied to the 15-day al lotment.

Approval .07 The cognizant manager’s signature on the t ime and
effort  report indicates that no more than 15
calendar days in a calendar year have been
approved for each employee af fected by th is pol icy.

Recording Leave .08 Record as “ML” on the t ime and ef fort report.
Attach a copy of the mil i tary orders to the group’s
copy of the t ime and effort report.

EXTENDED LEAVE: .09 Extended mi l i tary leave, not to exceed 4 1/2 years
(longer i f  extended by federal request), may be
granted to employees who enter the armed forces or
who are cal led to act ive duty by a reserve
component of the armed forces, Nat ional Guard, or
the Commissioned Corps of the U.S. Publ ic Health
Service.

Procedures .10 A Personnel Act ion form (PA), indicating Extended
Mil i tary Leave, must be submit ted as soon as the
group- level manager is not if ied that the employee
is on mil i tary leave.  �  The employee must
contact the Compensat ion and Benef i ts Group (HR-
C&B) as soon as he or she has reason to suspect
that a cal l-up is imminent.   I f  possible, the
employee should complete a Securi ty Termination
Statement (avai lable f rom the Personnel and
Information Securi ty Group, FSS-15) before
leaving the Laboratory.

Pay Supplement .11 Full - or part-t ime employees who are reservists and
have at least 1 fu l l  year of regular employment
service (which may be Laboratory serv ice, mi l i tary
service,  or a combinat ion of both) who are cal led
up for act ive mi l i tary duty of at least 30 days
cont inue to receive a Laboratory pay check for 30
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calendar days af ter beginning mil i tary leave.
Reservists are paid the basic hour ly rate (no
overt ime, shi ft  di f ferent ial ,  or  extended workweek
premiums) or basic salary.

.12 The aggregate paid leave for fu l l- t ime service
and/or tour of duty cannot exceed one month’s pay
in any calendar year.

Effect on Salary .13 The employee on mi l i tary leave is el ig ib le for
salary increases during the salary review exercise
and is g iven the same consideration for increases as
he or she would i f  in pay status at the Laboratory.
However, the employee does not receive the
increase unt i l  returning to pay status.

Return to Work .14 The employee wil l  return to a posit ion with the
same job assignment or t i t le or to an equivalent
posi t ion with the same pay range as the current
posi t ion.

.15 The employee must request re instatement with in 90
days of discharge from act ive duty and must submit
a cert i f icate of mi l i tary serv ice or be able to show
that he or she is a continuing member of the
reserves.

NOTE:   I f  the employee does not return to work
direct ly af ter d ischarge, he or she must make
both the employer and employee contr ibut ions
to the ret i rement system dur ing the per iod of
addit ional leave to maintain serv ice credi t.

.16 Hospita l ized Employee —  I f  an employee is
hospita l ized and cannot return to work within 90
days of discharge from act ive duty, the employee’s
reemployment r ights are extended to a total of l
year and 90 days from the date of d ischarge.   As
descr ibed above, ret irement system credit  does not
cover the per iod of addit ional leave during the
hospita l izat ion.

Reduction-in-Force .17 The absent employee’s posi t ion is not exempt from
considerat ion during a reduction-in-force (RIF).  I f
the organization determines the employee should be
designated as a RIF candidate based on the RIF
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guidel ines, the employee is offered severance pay
according to Laboratory pol icy at  the t ime of  the
RIF.  I f  the employee is terminated while he or she
is on active duty, the employee st i l l  has the r ight to
request reemployment and, under state and federal
law, may have certain reemployment preferences.


